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It's	
  not	
  too	
  late	
  to	
  sign	
  up	
  for	
  the	
  
2017-‐2018	
  Webinar	
  Series!	
  
If you missed signing up for the Webinar Series, it's not too late. You can still sign up. The cost for
the webinar series – six (6) one-hour classes – is be $150 for members and $200 for non-members.
Participants will receive handouts where applicable, links to webinars two days after the live
presentation and six (6) hours of PSP educational credit. Webinars will be offered at either 12 noon
or 2:00 Eastern Standard Time. Visit the NAEOP website www.naeop.org to sign up for classes.
After you sign up, you will be sent a link to access the previous webinars: Creating and Delivering
Highly Effective Presentations, Effective Leadership for the Educational Office Professional and
Networking Strategies.

“Challenging the Educational Office Professional”
Managing	
  Up-‐January	
  17,	
  2018	
  
This is about helping your administrator to become a more effective manager of you. It is also
about making logical agreements about division of labor that helps both the administrator and the
educational office professional to save time and be more successful in their shared mission.
Obviously, this requires diplomacy and a focus on mutual benefit in the service of students and
other stakeholders.

Excel-Advanced	
  Tips	
  and	
  Tricksr February	
  7,	
  2018	
  
This is a continuation of our look at strategies for effectively using Excel. If you did not attend
the previous sessions, no worries, as these are "stand alone" tips that require no prior knowledge.
We will review some of the same areas such as conditional formatting, logical operators, data
validation and "vlook up," and take them to another level. This session will include both financial
and non-financial applications such as evaluation instruments, walk thru forms, inspection
checklists, etc. If time permits, we will explore pivot tables and pivot slicers.

Google	
  Forms-‐March	
  28,	
  2018	
  
Google Forms is a simple to learn but powerful tool with many applications to our educational
environment. We will explore how to design both simple and sophisticated forms that can be
used to create surveys, checklists, attendance forms, and intake documents. We will look at ways
to share forms, create prefilled questionnaires, and collect the data in a spreadsheet format.
We hope you will “Accept the Challenge and Become the
Difference” in your office today!
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PRESIDENT’S MESSAGE
Lisa Morehouse, CEOE

O

Accepting the Challenge—Your Turn!
ne of the best parts of being NAEOP President is the
opportunity to meet and get to know so many people. I have
thoroughly enjoyed getting the chance to attend state conferences, workshops, business meetings and more. It is fun to see
how differently each state runs their conference or their business meeting. I really wish each of you had the chance to attend
another state’s conference. You’d love it!
As I write this article, it is nearing the very end of October and
I have attended the Kansas Association Board retreat, the New
York State Association Fall Conference, and I’m getting ready to
head to the Arkansas Fall Conference. Feel free to “friend” me
on Facebook for a glimpse of the fabulous professional development and fun times that are happening in our associations.
One theme that is prevalent no matter where I go is not
necessarily how to increase membership but also, how do we
encourage more participation by the current membership. At each event
so far, there has been some
fabulous brainstorming and
exchange of ideas.
At a recent state association’s
general business meeting, committees were being set up for the
coming year and each chairman stood up
and identified themselves and their committee. They would sit down and the President
would state that the floor was open for volunteers to step up for that committee. And I will tell
you, there wasn’t ONE committee that didn’t garner a minimum
of three “volunteers” for that committee. It was really neat to
sit in the back of the room and not hear one committee stall out.
It was amazing to see how individuals stood up and stepped
up. No one had to beg for “volunteers.” As I visited with the
members about this, they said it has always helped to consider
that our time is volunteered and our volunteers are special and
the more people who step up makes the overall load much lighter
for everyone.
AND another neat thing that happened during this is that out
of the six first timers who attended, I believe almost all of them
volunteered to be on a committee. Kudos to each of the New
York State members for accepting the challenge and stepping
onto a committee.
I encourage all members to find an area in your local, state or
the national association where you have a passion for the work
being done and step up and volunteer. And when you do that…
be sure you actually work with the committee. In today’s world,
much of our work is done electronically. So if a committee chair-
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man or board member puts out a survey
or asks for input from the committee
members…please take time to respond.
Even if you don’t think you have much to
offer, at least respond to the email and let
the committee chairman know you are
receiving the information.
NAEOP Parliamentarian 2017-18
Please extend a warm welcome to the 2017-18 NAEOP Parliamentarian, Sue Goodson, from Lincoln, NE. She has been
studying the bylaws, handbook and history of NAEOP as she settles into her new role with us. More information can be found in
this issue of the NES.
New Member Recruitment
I am very excited to welcome more than 80 new
members to NAEOP! Jill Averyhart and the
Membership committee kicked off a tremendous membership drive that has helped us
hit these numbers! Thanks to the efforts
of this committee and each of you,
we are definitely “Accepting the
Challenge” with membership
recruitment. Can we take the
number of new members to
100 by the end of December?
I challenge you to reach out and
Recruit! Recruit! Recruit! We can do this!
NAEOP Conference Information Available
This issue of the NES Connector contains a bundle of information about the 2018 NAEOP Conference in Minnesota. The North
Central Area is hosting the NAEOP conference this coming July
in Bloomington, MN. The schedule for this conference is shifting back to a format ending with the installation on Friday night
instead of Saturday. This is one of the changes made based on
the conference evaluations we have received.
Institute classes will be held on July 16-17. We will jump start
conference activities starting Monday night with the First Timers event! Detailed information on the entire conference can be
found in this issue and on the NAEOP website. Look it over and
then hurry and book your reservations to attend the national conference!!! We’d love to knock our attendance numbers out of
the ball park!
Sale of the NAEOP Office Building in Wichita
In this issue you will find a copy of the email sent to all mem-

PRESIDENT’S MESSAGE
bers in late October regarding the sale of the NAEOP Office
Building in Wichita, KS. The challenges of owning our building
have hit a level where it is no longer fiscally responsible for us to
continue to do so. The NAEOP Foundation and NAEOP Boards
are working together for a smooth transition as we work through
this process of selling the building and settling into a new home.
We will continue to keep you informed of what is happening. If
you have any questions at any time, please reach out to Gayle
Schnorenberg, Foundation President, or me.
Accepting the Challenge—My Turn!
Have you ever sat yourself down and had a good heart-to-heart
with yourself? I do that often and each time I do, I see and learn
something different. I ask myself many questions and I usually
have some pretty good answers too.
I recently took an assessment of myself and discovered I
didn’t quite like what I was seeing. Sometimes we go through
our daily routine and we have blinders on….we don’t necessarily

see how we are seen by others, how our actions affect others.
Since I didn’t like what I saw, I asked myself a few questions:
Could I change? Could I change my leadership skills, my reaction
skills, and my overall attitude? Change is extremely difficult for
most people. If I accepted this challenge I knew it would have a
profound effect on how I saw myself and on my professional and
personal life. I have chosen to “Accept This Challenge” and by
doing so, I hope it will make a Difference to those in my world!
Ending the Year Making A Difference
As we approach the end of another calendar year, it is awesome to see how many of our members have been “Accepting
the Challenges” that have been offered. Each of you have
embraced the challenge and “Made a Difference” in the lives of
those with whom you interact. My wish for you and your families
is a fabulous holiday season and a terrific start to 2018! Thank you
for Making a Difference!

Newly Elected 2018-19 Officers serving with
Susan Belliston, CEOE, President will be:

Susan Belliston, CEOE
President

Jill Averyhart, CEOE
President Elect

Mary Guest, CEOE
Vice-President

Dena Henricks, CEOE
North Central Area Director

Donita Smith, CEOE
Northeast Area Director

Eldene Wall, CEOE
Northwest Area Director
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FEATURE
Keeping Legal: The Front Page Test to
Email Correspondence
By Mark Paige J.D., Ph.D
University of Massachusetts–Dartmouth
Assistant Professor–Department of Public Policy

Mark Paige researches legal issues in education and their educational policy dimensions. He
recently authored the book: Building a Better Teacher: Understanding Value Added Models in
the Law of Teacher Evaluation. He is a member of the Education Law Association (ELA), a nonprofit dedicated to promoting an interdisciplinary discussion about the relationship between
the law, education, and policy. email: mpaige@umassd.edu / twitter: @mpaigelaw

I

n a prior column, I discussed issues related to public records
requests. In that column I noted how every state has a law that
allows the public access to many “public documents.” It is
important to comply with the law and be careful in terms of preventing the release of information that is not subject to public
inspection (e.g., student records, employee information).
In this column, I want to discuss a different but related topic:
emails produced using your work email address. Of course, we all
know that emails are an efficient tool in improving our productivity. Whereas in the past, we had to write a letter and put a stamp
on it (does anyone remember when a stamp was less than 50
cents?). Today, of course, we compose an email, press send, and
“viola!” it’s in the virtual hands of the recipient.
But, of course, like anything in technology there are some
significant downsides to email. Aside from the ones related to
interpersonal relations (e.g., we don’t call anyone to talk anymore), there are some that relate to your job responsibilities.
Specifically, I want to focus on maintaining a level of professional etiquette when using email. So, here are some guidelines
that are worth remembering.
1. Emails sent using your school address could be reviewed
by members of the public. Remember: if you work for a
public school or entity, your emails sent from the school/
entity address may be subject to public inspection. In Massachusetts, like many states, the law presumes that emails
are a “public record” and therefore open to inspection to a
request. Put another way, when you send that email on the
school account to your sister, brother, etc., it could be read
by John Q. Taxpayer. Granted, there are exceptions (such
as those related to student and employee privacy). But, it
is a safer course of action (and most state laws adopt this
interpretation) to assume that what you are writing could
be viewed by someone else -- a total stranger. So, before
you send that email to your sister or friend using your work
account that might be personal (e.g., “Honey, did you pay
the mortgage?” or “Our next door neighbor is so rude”),
consider holding off. If it’s essential to communicate, use a
phone call or text on your own phone.
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2. C
 ompose emails with professional etiquette. Email is fast
and easy. That can encourage us to rush through an email
and sometimes, in haste, put a sentence or phrase that is
inartfully crafted. (I’ve done it.). It’s important to remember
that emails can be misinterpreted and our words should
be chosen carefully. Re-read an email before you send it.
It might be worth the extra minute to review it and catch a
misplaced word or phrase that would confuse or, at worst,
offend a receiving reader.
3. Keep it brief. The lawyer side of me always suggests to keep
a business related email to its essential components. If you
don’t need to say something in the email, then don’t. In my
view, when I receive an email that is brief, to the point, I
appreciate it. It is professional and it also keeps the focus
limited. I can tell you that, when I receive a long email, I may
miss the essential points. That said, of course, there are
times when an email must be longer because of the subject.
4. M
 ake sure it’s the right recipient. My email has “autofill”
so when I start to type an email address it might fill the one
of the most recent email or a popular one. I’ve composed
emails and sent them to the wrong person because of this
feature. It has happened, and will. Thus, move slowly as you
fill in this field on an email. It’s an important one.
5. A
 pply the Front Page Rule to your emails. Here’s what I
told my clients and now my students: Write emails as if
you were going to read them in the front page of the paper
the next day. If you apply that test and you do not have any
qualms about your email, then you’re likely on safe ground
professionally and legally. Of course, if you apply that test
and have some doubt, then it’s time to revisit that correspondence before you hit “send.”
Chances are you recognize all these points. But it’s also worth
remembering some of the finer points of email etiquette to manage the risk involved in using this wonderful technology. As they
say, “an ounce of prevention is worth a pound of cure” and, in my
opinion, can prevent a lot of headaches!

FEATURE
I Did It…And You Can Too!

By Georgette Council, CEOE, Administrative Council Chairman

T

he purpose for being a part of any professional association is
to learn and grow. Being in the presence of like-minded individuals who share the same goals and aspirations is affirming. I have
been a part of local, state and national associations for a number of years and have had very positive experiences as a result.
Serving on committees has helped me grow as a team member.
Learning to compromise and to work well with others as well as
learning to agree to disagree professionally are wonderful takeaways afforded me by being a committee member. Additionally,
it has allowed me to explore areas of interest. In some cases, I
discovered I was not as well matched with a certain type of work
as I thought and conversely, I found areas of work I never thought
I would be good at for which I actually had a natural skill or talent.
It is amazing what you learn about yourself when you step out of
your comfort zone and allow yourself to explore the possibilities.
I did it…and you can too!
I had the wonderful privilege of serving at the highest level of
service--as president of my state association a few years ago.
What an extremely challenging yet rewarding experience that
was. I learned so much about time management, communication, facilitation and compromise during my tenure. I was blessed
with wonderful board members who made light work of difficult
tasks and helped our association meet and/or exceed many of its
goals for the year. Having been in the state association for less
than five years, I would have never guessed I would have had the
opportunity to serve my colleagues across the state in this manner, but I did…and you can too!
This year, I am blessed and honored to serve as the NAEOP

Administrative Council Chairman. This
too, is something that I never aspired to
do, but the opportunity arose and I was
encouraged to give it a try. I have already
met so many wonderful people as a result
and have had some amazing experiences.
Working with the largest Council in the
association is not without its challenges.
How do you effectively communicate
with a group of almost 800? How do you
make personal connections? How do you gain feedback to let you
know if what you are doing is being well received? These are
questions I hope to answer and challenges I hope to overcome
with some innovation and creativity this year. If you are a member of the Administrative Council, I solicit your feedback, suggestions, and constructive criticism. This is the only way to grow and
improve. If you have ideas you think would make the association
better, I challenge you to find a way to share them and to throw
your name in the hat the next time there is an election and/or
make it known that you are open to holding an appointed position. I did it…and you can too!
President Morehouse’s theme, Accept the Challenge
Become the Difference has truly challenged me to think beyond
what I have done to move towards what I am capable of doing. I
trust others who see in me what I do not always immediately see
in myself. As a result of stepping out and up to a new adventure,
I am learning and growing in ways I expected and in many I had
not. I did it…and you can too!

Commercials

By Charlotte Zeller, CEOE, Education Partners Council Chairman

C

ommercials. You either love them or mute them. Commercials showcase products to make cleaning a breeze, help you
answer the question of what to prepare for dinner, show how you
can make your laundry brighter, help you de-stress (Calgon, take
me away), etc. Commercials provide a way for you to improve
your life. However, NAEOP has all the solutions you need. So
rather than me asking what is in your wallet, I’m asking, what
is on your calendar? The correct answer is the 2018 Annual
Conference, July 16-20, in Bloomington, Minnesota. Councils are
tentatively scheduled to meet on Thursday, July 19, and have we
got a deal for you! The Education Partners Council will begin our
time together connecting and networking, along with enjoying a
delicious lunch prepared just for you. But wait – there’s more!
We will then move into a professional learning activity. Stay tuned
for further details on the activity but I know you will want to and
need to be there. All of this, and more, is available to you at the
low, low price of your conference registration.

NAEOP recognizes and encourages
members to share their unique and creative talents. That is what makes NAEOP
strong with the world’s most incredible
members. The association provides tools
and resources to help you reach your full
potential. President Morehouse’s theme
for this year is Accept the Challenge,
Become the Difference. This theme
empowers you to reach out, challenge
yourself personally and professionally and with every step you
take, become the difference. Utilize the full potential of your
membership and take advantage of all NAEOP has to offer. Can
you hear me now? Invest in yourself, your local and state associations, and your national association. Make the commitment
now to attend the 2018 Annual Conference. Be there!
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SOCIAL MEDIA
Become the Difference With

D

Social Media

id you know NAEOP hosts a variety of social media sites to communicate with NAEOP members? You can use these social media platforms to connect with
like-minded professionals such as educational office professionals, educators, administrators, sponsors and office professional associations across the globe. Help
us reach others in our career field by using these NAEOP social media platforms. Meet your NAEOP Social Media Facilitators who make it all happen!
Rosemary Culleeney-Duff, CEOE –
Facebook Facilitator
Rosemary Culleeney-Duff is dedicated to her career in
Los Angeles, CA, and has a broad network across the
United States. She is active in several associations for
administrative and educational office professionals. She
currently serves on the following local, state, and national
boards and committees:
• California Association of Educational Office
Professionals (CAEOP)
• Association of Educational Office Employees – Los
Angeles (AEOE)
• National Association of Educational Office Professionals (NAEOP)
• Pasadena Community College Business/Technology Advisory Committee
Rosemary is the “Director of Administration” for Los Angeles Unified School
District, Board 6. Starting with the school district as a steno-secretary, she
immediately joined AEOE and CAEOP. She credits her education, continuing
professional development, networking, and mentorship for reaching her current
position. Rosemary is an advocate for social media and supports several associations with their social media content. Feel free to contact Rosemary if you have
any suggestions for the Facebook site (rosemary.duff1@gmail.com).
Tamika Sherman – Instagram Facilitator
Tamika Sherman is the Special Assistant to the Board of
Trustees for Richland School District Two in Columbia,
South Carolina. She joined NAEOP at the start of this
school year and recently took on the task of jump-starting
NAEOP’s Instagram presence. Tamika is a native of
Philadelphia, Pennsylvania, by way of Delaware. She
received her B.S. from the University of Delaware and
recently received an M.B.A. with Honors from American
Military University. She and her husband of 9 years, who
is an officer in the U.S. Army, have two beautiful children,
Saniyah (8) and Aiden (3). She is excited about the future
of educational office professionals and looks forward to NAEOP members
accepting the challenge and becoming the difference. Feel free to send images
you would like shared to naeopig@gmail.com or simply use the hashtag
#NAEOPdifference.
Instagram is an online photo and video sharing social networking service. It
allows users to take pictures and videos, apply digital filters to them and share
them with their followers.
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Margaret Hull, CEOE – LinkedIn
Facilitator
The NAEOP LinkedIn page strengthens and extends your
existing network of trusted professional contacts. Get the
latest news, inspiration, and insights you need to be great
at what you do. Members can promote themselves, outline their education and
work experience, make connections with other professionals, interact in group
discussions, post job ads or apply for jobs. If you have any suggestions for the
LinkedIn site, please feel free to contact Margaret Hull (margaret.hull@hattiesburgpsd.com).
Mary Beth Smith – Pinterest Facilitator
Mary Beth Smith is the administrative assistant to the
Superintendent of the Great Oaks Career Campuses in
Cincinnati, Ohio. She has worked at Great Oaks for 28
years in several different positions. Mary Beth has been
a member of NAEOP since 2007 and has attended 6
NAEOP conferences. She and her husband, Denny, have
been married for 37 years and are blessed with 2 daughters, 2 sons-in-law and 6 (almost 7) wonderful
grandchildren. If you ever have any suggestions for the
NAEOP Pinterest Page, feel free to contact Mary Beth
(smithmb@greatoaks.com).
Pinterest is a visual bookmarking tool that helps you discover and save creative ideas. The NAEOP Pinterest page offers tips on organizing your office,
traveling, technology, nutrition, dressing for success, and the list goes on and on.
April Turner, CEOE – Twitter Facilitator
April Turner works at Blythewood Middle School in
Richland School District Two, Columbia, South Carolina,
and has worked there for the past 10 years in various
positions. She currently serves as the Student Data
Coordinator and Attendance Secretary. She has been a
member of Richland County AEOP, South Carolina AEOP
and NAEOP for two years. April believes Gandhi said it
best, “Be the change you want to see in the world,” for
without change we cannot become better versions of ourselves. Feel free to contact April if you have any suggestions
for the NAEOP Twitter site (aturner@richland2.org).
Twitter is a microblogging site with a 140-character text limit. The NAEOP
Twitter page allows members to communicate and stay connected through the
exchange of quick, frequent messages called tweets.

2018 CONFERENCE
2018 NAEOP Conference Overview
July 17-20, Blomington, MN

WELCOME
Members of the North Central Area of NAEOP are excited about
hosting the 2018 NAEOP Annual Conference and Institute. They
are ready to welcome you at the conference hotel — DoubleTree by Hilton in Bloomington, Minnesota which is the same hotel
where the 2009 NAEOP Conference and Institute was held.
GENERAL INFORMATION
Airport-Hotel Transportation: The DoubleTree by Hilton
is only ten minutes from the Minneapolis-St. Paul International
Airport (MSP). The DoubleTree by Hilton offers complimentary
shuttle service to/from the Airport.
The hotel shuttle runs 7 days a week:
• Shuttle FROM: 6:00 a.m. – Midnight
• Shuttle TO: 5:30 a.m. – 11:30 p.m.
The shuttle arrival/pickup from MSP Airport is at the top of every
hour. You may wish to contact the hotel prior to arrival to confirm
times.
Hotel: Enjoy a warm welcome at the DoubleTree by Hilton Hotel
Bloomington — Minneapolis South, and savor their signature
warm DoubleTree chocolate chip cookie on arrival. The hotel is
conveniently located near the major attractions in the Bloomington, South Minneapolis and Edina, MN area. They are minutes
from Mall of America and they offer a complimentary shuttle to
the Mall of America.
Choose from a variety of comfortable guest rooms and suites
including pool-side rooms with balconies, whirlpool suites and
Executive level accommodations. Stay connected in the comfort of
your room with Wi-Fi, or catch up with work in the business center.
Plunge into the pool or re-energize with a workout in the modern
fitness center. Lounge in the large, soothing whirlpool after a long
day. Experience the farm-to-table concept at their on-site restaurant, Crescent Kitchen, or unwind in the bar known for its craft
brews and over 80 small batch bourbons and Scotches at their
Bloomington, MN hotel.
Parking: The DoubleTree by Hilton is pleased to offer complimentary self-parking. Valet parking is available at $10.00 per day.
Internet: Lobby and guest room Internet is complimentary.
Reservations: Reservations can be made by using the personalized group web page at http://doubletree.hilton.com/en/

dt/groups/personalized/M/MSPBSDT-NAE-20180707/index.
jhtml. The three letter code for guests to book is NAE.
Guests can also make reservations by calling the hotel
directly at 1-952-835-7800 and referencing the NAEOP
Annual Conference and Institute when you call. Room
rates are $135 for single and double rate, $145 for triple rate, and $155 for quad rate.
HOTEL RESERVATION DEADLINE: June 20, 2018
Attire: Business attire is appropriate for all daytime sessions. For
the Awards and PSP Banquet, PSP recipients often wear formal
or semi-formal attire; other attendees dress in like fashion or wear
business attire. The Installation Banquet is a “dressy” evening
and attendees wear formal, semi-formal or Sunday best dress.
Climate: Summer high temperatures in Minnesota average
in the mid-80s. You may want to dress in layers or wear a light
jacket, since the room temperature can vary quite a bit.
Tours: All group tours offered during the week are arranged by
Metro Connections. All purchases must be made directly with
the tour company. Tour descriptions can be found in this edition
of the NES Connector and on the NAEOP website. Tours require a
minimum of people to run. The tour reservation deadline is noted
with each tour.
CONFERENCE ACTIVITIES
Inspiration: An inspiration will be held Sunday, July 15 from
9:00 – 9:30 a.m.
Institute: The NAEOP Institute will be held Monday, July 16
and Tuesday, July 17 from 8:00 a.m. – 5:00 p.m. The institute
registration fee will be $130 per full day or $65 for half day. Participants will receive 7.5 clock hours of education credit per full day
of participating toward PSP. Lunch is included with your full-day
institute registration.
Briefings: Briefings are mini-workshops presented on a wide
range of subjects and will be held on Tuesday, July 17; Wednesday, July 18; and Thursday, July 19. Inservice points may be
earned toward Professional Standards Program (PSP) certification. You will have an opportunity to attend briefing sessions on
a variety of topics. To register, indicate your briefing choices on
your registration form. The $10 charge is for the cost of materials.
If you will be an Advisory Council delegate, do not register for Briefing Sessions 8 and 9.
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2018 CONFERENCE
Choir: If you love to sing, or just love music, sign up to participate
in the NAEOP choir. One practice session is scheduled during the
briefings on Tuesday, July 17. The session is a rehearsal of the
music to be performed during the conference. There is no charge
for the session and PSP points are not available.

RESERVED SEATING for the Awards and PSP Recognition Banquet and the Installation Banquet will be limited to those groups
from the state of the award recipients or President being installed.
Awards and PSP recipients will NOT be seated with each
other – they will be free to sit with family/friends.

First Timers Reception: The NAEOP Membership Committee
invites you to attend the First Timers Reception, Monday, July
16, 7:00 – 8:30 p.m. If you are a first-time conference attendee,
you are considered a “first-timer.” Check the box on the registration form to indicate you are a first-timer. You won’t want to miss
this event which will be an opportunity to meet other first timers,
receive information on conference details, as well as meet your
mentor for a personal overview of the conference.

Awards and PSP Recognition Banquet, Wednesday, July 18,
2018, 6:30 – 9:00 p.m.: Recipients of the Professional Standards
Program (PSP) certificates will be recognized and honored at the
banquet, as well as the Administrator of the Year and Educational
Office Professional of the Year. Participation in the banquet meal
is not necessary. Special seating will be available at no charge for
attendees choosing to join the banquet at 7:30 p.m. for the award
presentations.

Opening Session/Flag Ceremony: The opening general session will be held Wednesday, July 18 from 8:00 – 10:30 a.m. This
is a very inspiring session, featuring patriotic music, presentation
of state flag, and a great professional keynote speaker. PLEASE
wear either your state attire, or something patriotic as we will be
doing the Roll Call of States.

Menu selections are:
Menu A – Tuscan Pasta — Penne Pasta Bolognaise with
Roasted Peppers, Andouille Sausage, Topped with Ricotta and
Parmesan Cheese.
Menu B – Airline Chicken — Tarragon Demi Glaze Roasted
Chicken with Roasted Potatoes.

Hospitality: A schedule of when the Hospitality Room will
be open, will be included in your registration packet, as well as
being posted on the conference app. The Hospitality Room will
be located in Cabana 215 located on the second level of the hotel.

Both selections will be served with a salad, seasonal vegetables,
dessert, tea and coffee.

Advisory Council: Our annual Advisory Council meeting will
be held Thursday, July 19, from 8:00 – 11:00 a.m. and is open to
all conference attendees. However, only delegates are permitted
to take part in the discussions and voting. Observers are encouraged to attend and enjoy the process and discussion of voting
on agenda items submitted by local and state affiliates. Advisory
Council packets are emailed to affiliate presidents. The deadline
for Advisory Council items is May 15, 2018.
The Showcase Marketplace: The Showcase Marketplace
is the new name for our Exhibits area. Be sure to visit the The
Showcase Marketplace to purchase your tickets for the state
baskets in addition to items on the retiree tables and Foundation
tables. Outside exhibitors will be available also. The Showcase
Marketplace will be open during the following times:
Wednesday, July 18: 10:45 a.m. – 5:00 p.m.
Thursday, July 19, 8:00 a.m. – 12:00 Noon
Winners of the state baskets, as well as other raffle items will be
announced following the 2nd General Session on Thursday, July 19.
If you’re a member and would be interested in having a table at
the Marketplace, please contact: Theresa Coté or the National
Office. The member price for a table is $50.
MEAL FUNCTIONS
Meal functions are available to all attendees. Please indicate on
your registration your selection for each meal. If you fail to mark
your choice, you will be given selection “A.”
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Council Meeting/Lunch, Thursday, July 19, 2018, Noon
– 1:30 p.m.: The NAEOP Council Chairmen will host these
meetings. This is an opportunity to network with office professionals who work in similar educational settings, e.g., elementary,
higher education, etc.
Menu to be served: Sautéed Breast of Chicken with
Roasted Chicken Jus Lie, Roasted Potatoes, Salad, Seasonal
Vegetables, Bread, Tea and Coffee.
Area Meeting/Brunch, Friday, July 20, 2018, 10:45 a.m.
– 12:45 p.m.: Join members from your geographical area for a
business meeting and brunch hosted by your Area Director.
Menu to be served: Greek Yogurt and Berry Swirl, Orange
Juice, Scrambled Eggs, Crisp Applewood Bacon, Cottage Fried
Potatoes, Warm Buttermilk Biscuits with Honey and Fruit Preserves, Coffee and Assorted Teas.
Installation Banquet, Friday, July 20, 2018, 6:30 – 10:30
p.m.: We will be installing our 2018-2019 NAEOP Board of Directors at this banquet. Menu selections for this special event:
Menu A – Macadamia Crusted Chicken Breast with Orange
Ginger Glaze and Fingerling Potatoes.
Menu B – Pork Mignon Wrapped in Applewood Smoked
Bacon, Braised Cabbage Confit with a Port Wine Demi Glaze
and Roasted Potatoes.
Both selections will be served with a salad, seasonal vegetables,
dessert, tea and coffee.

2017 CONFERENCE–SCHEDULE AT A GLANCE
Saturday
7/14/18

Sunday
7/15/18

Monday
7/16/18

Tuesday
7/17/18

Wednesday
7/18/18

Thursday
7/19/18

Friday
7/20/18

1– 3:00 PM
Combined Executive
Meetings NAEOP,
Foundation &
NAREOP

9:00 – 9:30 AM
Inspiration

7 AM – 7 PM
Registration

7 AM – 7 PM
Registration

7 AM – 5 PM
Registration

7 – 10 AM
Registration

7:30 – 9 AM
Registration

10 AM – 4 PM
Tour #1

8 AM – 5 PM
2017-2018 NAEOP
Board Meeting

8 AM – 2 PM
2018-2019 NAEOP
Board Meeting

7 – 7:45 AM
Credentials Meeting

7 – 7:30 AM
Credentials (set-up)

8 – 10:30 AM
3rd General Session

3:15– 6:30 PM
Foundation Board
Work Session

10:30 AM – 5:30 PM
Board Meetings
(10:30-12:30)
PSP Governing Board
(1:00-3:00 PM)
Foundation Board
(3:15 – 5:30 PM)
NAEOP Executive Bd

8 AM – Noon
Institute 1

8 AM –Noon
Institute 3

8 – 10:30 AM
Opening General
Session

7:30 – 8 AM
Advisory Council
Delegate Meeting

10:45 AM – 12:45 PM
Area Meeting/Brunch

9 AM –Noon
Tour #4

8 – 9:30 AM
Briefing 1

10:45 AM – 5 PM
The Marketplace
Showcase

8 – 11 AM
Advisory Council
Meeting

12:15 – 1:15 PM
Institute Luncheon

9:45 – 11:15 AM
Briefing 2

1 – 3:30 PM
4th General Session
Closing Keynote
Speaker

Noon – 5 PM
Hospitality Room

8 – 9:30 AM
Briefing 8

1 – 5 PM
Hospitality Room
Set-Up

11 AM – 1 PM
The Marketplace
Showcase Set-Up

11:30 AM – 1 PM
Briefing 5

9:45 – 11:15 AM
Briefing 9

1:30 – 5 PM
Institute 2

12:45 – 1:15 PM
Institute Luncheon

1:15 – 2:45 PM
Briefing 6

8 AM – Noon
The Marketplace
Showcase

6 – 9:30 PM
NAREOP Board
Meeting

12:30 – 2 PM
Briefing 3

3 – 4:30 PM
Briefing 7

1 – 5 PM
Hospitality Room

5 – 6 PM
PSP Rehearsal and
Photos

1 – 4 PM
Tour #2
1 – 4 PM
Tour #3
1:00 – 4:00 PM
Registration
Set-Up
5:00 – 8:30 PM
Registration

7– 8:30 PM
First Timer’s
Reception

1:30 – 5 PM
Institute 4
2 – 5 PM
NAREOP Annual
Meeting &
Installation
2:45 – 4:15 PM
Briefing 4
5:15 – 6:30 PM
Flag Practice

5:30 – 6:30 PM
Social hour
6:30 – 9 PM
Awards and PSP
Recognition Banquet

9 AM – Noon
Hospitality Room
Noon – 1:30 PM
Council Meeting/
Lunch

4:30 – 5:30 PM
Installation Rehearsal
5:30 – 6:30 PM
Installation
Social hour
6:30 – 10:30 PM
Installation Banquet/
New Officer
Reception
(immediately
following banquet)

2:00 – 2:30 PM
Celebration of Life
2:45 – 5 PM
2nd General Session
Exhibits/Prize winners
announced following
2nd General Session
5:45 – 9:45 PM
Tour #5

7– 9 PM
Past Presidents’
Meeting
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2018 CONFERENCE–KEYNOTE / INSTITUTE
Keynote Speaker
Paul Wesselmann
Paul Wesselmann is an educator, writer, and
founder of UnleashRipples, an experiment in nurturing kindness with over 30,000 members. After
earning degrees in psychology and higher education, Paul worked on several college campuses and
in the non-profit sector, helping students and staff
bring their best selves to work and life. He now
specializes in sharing useful strategies to help those who work in the
helping professions extend their capacity for excellence without
burning out. You can get to know him better at UnleashRipples.com
and @RipplesGuy on most social media platforms.

Closing Keynote Speaker
Tanya Kotlowski
Tanya is the new Superintendent for the
Necedah Area School District. She earned her B.S.
and M.S. degrees from the University of Wisconsin
- Madison and is completing her Ph.D. program at
Cardinal Stritch University with a focus on
“Leadership for the Advancement of Learning and
Service.” Tanya believes “family” is important.
Whether it is our personal family or our school community family, our
collective care and concern for each other is a priority. We are most
successful for our students when we work together. Mutual support
and respect is a cornerstone of our success. It starts with building
relationships with all members of our school communities.

Institute Presenters
Katie Klanderud
Katie Klanderud is the Director of Board
Development at the Minnesota School Boards
Association (MSBA). In her 11th year of planning
conferences and presenting workshops for MSBA,
she has had the opportunity to meet with hundreds of school board members and school district
staff across the state of Minnesota. As a former
school board member, office manager, grant writer and activities
director, she has a unique “been there, done that – I get it and it’s
easier said than done” perspective.
Karen Kassebaum
Dr. Karen Kassebaum is a native of Chicago,
Illinois. She is a professional educator and trainer in
the field of diversity, inclusion, and student-athlete
transition success. She earned her undergraduate
degree in Elementary Education, her Master’s
degree in Curriculum & Instruction with a minor in
Educational Psychology, and her Ph.D. in
Educational Administration with a focus on Diversity recruitment and
Leadership development. Karen brings 19 years of experience in
higher education. She currently serves as the director of staff diversity and inclusion at the University of Nebraska-Lincoln. She is
responsible for diversifying the talent of the University of Nebraska
Lincoln workforce, diversity and inclusion training and retention
efforts. She also teaches Multicultural Education TEAC330 at the
College of Education and Human Sciences. She is the founder of a
transitional mentoring program for student athletes known as
Athlete2Athlete. Karen believes that everyone is diverse and has a
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culture, and that we ALL have something to offer this world! “In
Diversity, there is Beauty and there is Strength.” (Maya Angelou)
Audra Mead
In her current role, Audra specializes in helping
others get unstuck, maximize their potential and
achieve more. She is passionate about coaching
others to lead with emotional intelligence, which
allows individuals and their organizations to connect authentically, communicate effectively, and
thrive collectively.
Audra’s “elevator speech” would read something like... Audra is
a Human Resources professional, a culture keeper and a healer. She
has worked in diverse industries, increased her focus on internal
culture and servant leadership and hasn’t been afraid of doing things
differently and for the right reasons. She has a passion for helping
others grow and learn, spreading sunshine from her soul and providing others opportunities for self-healing and self-realization.
Audra has been a frequent speaker over the last number of years
at the annual NAEOP Conference and has shared her knowledge of
Servant Leadership, Goal Setting, Diversity, Effective Feedback,
Personal Brand and the Power of being Positive. As a daughter of a
long-time member of NAEOP and now NAREOP, she fully supports
the mission of the NAEOP organization and is pleased to be able to
share her talents with its members.
Audra has more than 25 years of Human Resources experience
having served in the manufacturing, insurance, financial services and
travel industries. Her background provides experiences and expertise in talent acquisition, compensation and benefits administration,
training and development, negotiations, strategic planning, coaching,
and culture creation and management.
Eric Weber, Ed.D.
Eric Weber is Associate Superintendent for
Human Resources for Lincoln Public Schools in
Lincoln, Nebraska. A strong advocate of education,
Weber is a 1992 graduate of Wilber-Clatonia High
School and a 1996 graduate of Doane College in
Crete, Nebraska. After obtaining his Bachelor of
Arts in Education degree, Weber taught sixth
grade in Nebraska for three years at Syracuse-Dunbar-Avoca Public
Schools. In 1999, he became a sixth grade teacher at Lux Middle
School and boys’ basketball coach at Lincoln High School. From 2001
to 2004, he served as Middle School Principal and Curriculum and
Assessment Administrator for Conestoga Public Schools. In 2004,
he became principal at Westside Middle School in Omaha, serving in
that position from 2004 until 2008, at which time he became
Assistant Superintendent for Human Resources for Westside
Community Schools. In 2013, he became Associate Superintendent
for Human Resources for Lincoln Public Schools.
Weber was named the Nebraska State Association of Secondary
School Principals Region II Outstanding New Principal in 2006. He
was awarded the Doane College Alumni Educator of the Year award
in 2011. He has served two separate terms on the Special Education
Advisory Council for the State of Nebraska. Weber also served as
President of the Board of Directors for the Make-a-Wish Foundation
of Nebraska in 2015.
Eric continues to learn and stay involved in his field. He earned his
Master of Education in Educational Leadership from Doane College
in 1999 and received his Doctorate in Education degree from the
University of Nebraska at Omaha in 2012. Dr. Weber and his wife
Carrie have three daughters, and they reside in Lincoln, Nebraska.
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2018 CONFERENCE–INSTITUTE
Two Tracks: Leadership and Your Plan for Success
Monday, July 16 Institute
8:00 a.m. – 12:00 p.m. and 1:30 – 5:00 p.m.
Personalities, Communication and Decision Making…
oh my.
Katie Klanderud
This session will provide you with the opportunity to unpack your
personality and leadership style before recognizing and learning
how to communicate with your co-workers and friends. We’ll
spend time learning about ourselves, how we approach and
make decisions and to recognize these same (and different) traits
in others. With a variety of tools, scenarios, and group activities,
you will get to know yourselves and those around you better.
These insights will enable you to work better with your team
(co-workers, family, committees and friends). It will be informative and eye-opening, all while having fun!
OUCH! That Stereotype Hurts!
8:00 a.m. – 12:00 p.m.
Karen Kassebaum
Staying silent in the face of demeaning comments, stereotypes
or bias allows these attitudes and behaviors to thrive. This undermines our ability to create an inclusive organization where all
individuals feel welcomed, treated with respect, and valued.
Session Objectives:
• Understand the impact of stereotypes and biased statements,
when casually said
• Identify the most common reasons people sit silent in the face
of bias and stereotypes
•
Enhance skills for speaking up against stereotypes without
blame or guilt
Monday, July 16 Institute
1:00 – 5:00 p.m.
Human Capital
Eric Weber
There are many factors that go into having a strong workforce. In
every organization human capital is what drives success, so it is
important to recognize the strengths and demographic needs of
your human capital. A strengths-based model infused with
in-depth knowledge about each individual is critical for a strong
team. In addition, understanding the generational diversity that
exists within your organization will enable you to attract and
retain the highest quality workforce.
In this presentation you will:
•
Understand the importance of high quality human talent
(recruiting, developing, and retaining high performers)
• Explore how emphasizing employee strengths fosters a strong
interdependent culture
• Recognize how generational differences impact organizations
and how to build and keep an excellent workforce
•
Understand the importance of mutual accountability in the
workplace
•
Explore models of effective leadership and transformative
workplace culture
Tuesday, July 17 Institute
8:00 a.m. – 12:00 p.m. (continued from Monday, July 16)
Personalities, Communication and Decision Making…
oh my.
Katie Klanderud
This session will provide you with the opportunity to unpack your

personality and leadership style before recognizing and learning
how to communicate with your co-workers and friends. We’ll
spend time learning about ourselves, how we approach and
make decisions and to recognize these same (and different) traits
in others. With a variety of tools, scenarios, and group activities
you’ll get to know yourselves and those around you better. These
insights will enable you to work better with your team (co-workers, family, committees and friends). It will be informative and
eye-opening, all while having fun!
Tuesday, July 17 Institute
1:30 – 5:00 p.m.
From Exhaustion to Exhilaration: Time and Stress
Management Tips for Overworked Office
Professionals
Paul Wesselmann, The Ripples Guy
Even people who love their crazy lives can (and do) burn out
when they forget that we have LIMITS on our time and energy.
If you tend to believe, “If only I had more time, I could get everything done,” then you need this strategy-filled, perspective-shifting session. We will bust several commonly held myths around
managing time and stress, and you will leave with a handful of
simple, practical techniques that are guaranteed to improve both
your effectiveness and enjoyment of work and life.
Tuesday, July 17 Institute
8:00 a.m. – 5:00 p.m.
Linking your Brain, Heart and Voice...rewire to connect authentically, communicate effectively, and
thrive collectively
Audra D. Mead
Emotional Intelligence, often abbreviated as EQ, EI or EIQ, was
originally defined by Salovey and Mayer as: the ability to monitor
one’s own and others’ feelings and emotions, to discriminate
among them and to use this information to guide one’s thinking
and action. Linking one’s brain, heart and voice takes balance – a
fine balance of emotion and rationality to succeed --- and it is
critical thinking that is the connecting link between emotions and
intelligence. Critical thinking feeds and enables emotional intelligence, and there are a number of reasons why you should cultivate your emotional intelligence:
• Self-Awareness – clearly understand your strengths and weaknesses without any obstruction
• Emotional Management – not only be aware of your feelings
but learn to manage those emotions
• Social Awareness – be well-tuned to the emotions of others
and pick up on what’s going on around you
• Effective Communication / Relationship Management – clearly
convey what you want to say and do so in a manner that
inspires and motivates others and builds relationships
Emotional Intelligence is a pivotal factor in personal and professional success. IQ will get you in the door, but EQ will determine how successful you are in life. The truly extraordinary people who inspire and make a difference do so by connecting with
others personally and emotionally. In this workshop, you will
learn to use critical thinking and emotional intelligence (EI) to
communicate more effectively and improve your interactions
with co-workers, management, family and friends.
“We cannot live only for ourselves. A thousand fibers connect
us with our fellow men; and among those fibers, as sympathetic
threads, our actions run as causes, and they come back to us as
effects.” -- Herman Melville
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2018 CONFERENCE–BRIEFINGS
Briefing Sessions #1: Tuesday, July 17 – 8:00 AM – 9:30 AM
Briefing 101 – Grandma’s Yellow Pie Plate
Sharon Powell
Personal belongings often have special meaning for individuals and family
members. Planning to pass on such items can be challenging and may lead
to family conflicts. Who Gets Grandma’s Yellow Pie Plate? provides people
with practical information about the inheritance and transfer of non-titled
personal property.
Briefing 102 – Your PSP Program Blueprint
Nancy Harter, CEOE
The PSP program is the cornerstone of NAEOP and promotes regular professional development for all members. Many have their PSP certificate but
aren’t sure how to go about serving others who want to obtain theirs. I will
give you a blueprint to building your association’s own PSP program. You will
be able to take materials home and start building immediately!
Briefing 103 – Answer to Aging: Creating a Plan for Your Family
Steve Griffiths
The aging process is a difficult topic to discuss and work through for everyone.
The reality is that most families do not know how to start the conversation.
Their perception is that is Mom and Dad have an estate plan, that everything
is taken care of for the end of life situations. The reality is an estate plan is the
tip of the iceberg. In this session, you will learn how to start the conversation,
explore the areas of concern with aging, and walk away with tools to manage
the process. The session will highlight legal, financial, housing, personal care,
safety, and security concerns.
Briefing 104 – What’s Your Weather Forecast?
Debbie Wade, CEOE
Are you fair to partly cloudy, bright and sunny, or do thunderstorms loom on
the horizon? This session focuses on attitude, its positive and negative
impact on life, the importance of how attitude affects job performance, and
the ability to deal effectively with customers. Weather forecasting activities
are included!
Briefing Sessions #2: Tuesday, July 17 – 9:45 AM – 11:15 AM
Briefing 201 Technology and Long-Distance Collaboration
Cory Williams
Long distance collaboration is changing at a quick pace as new technology is
developed. What tools can you use to more effectively work with colleagues
not only across your campus but across the country? Document sharing
services and virtual meetings make almost any collaboration possible today.
Briefing 202 – Ethics: Putting Your Gray Matter to Work in the
Gray Areas
Steve Griffiths
Wouldn’t life be easy if everything was black and white? It sure would, but, no
doubt, it would be boring! We’ve been given the gift of reason to help us push
through and make challenging decisions that sometimes offer more than one
correct answer. In this session, we will look at how we bring our personal
ethics into the workplace, and explore how our personal ethics interact with
the professional world and a business’ ethics.
Briefing 203 – Personal and Financial Capabilities
Sharon Powell
This session will offer financial education tips to increase consumer awareness of financial issues leading towards attitudinal change and eventual
behavior change. The need for financial education has grown:
• Financial decisions are more complex.
• Youth face financial decisions at a much earlier age.
• Increasing numbers of families experience economic hardship.
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Briefing 204 – Embrace Your Quiet Strength: Leading as an
Introvert
Carol Bom, CEOE
The world is made up of introverts and extroverts. Did you know that 40-50%
of us are introverts? It’s true! During this briefing, we will discover the difference between shyness and introversion. We will learn the ‘Four Ps’ process
to track your progress in building your skill set to learn how to better handle
uncomfortable situations. We will gain practical and proven tools to build on
our quiet strength as introverts, and even embrace our introversion!
Introverts are thoughtful leaders and are needed in our workplaces and associations.
Briefing Sessions #3: Tuesday, July 17 - 12:30 PM – 2:00 PM
Briefing 301 – Expand Your Horizons With Online Learning
Diane Wasser, CEOE
Online learning helps everyone fulfill their dream of receiving an advanced
degree. We will discuss what to look for in an online program, including
classes, degrees, and institutions. Take the fear out of cyberspace learning.
Briefing 302 – What Do Successful Associations Have in
Common?
Panel of South Carolina Association of Educational Office
Professionals (SCAEOP)
A panel of educational office professionals from local and state associations
will share their successful recruiting tips to include:
• Strategies for future growth
• Gaining administrator support
• Remaining on the cutting edge
• Making meetings and events worth the time
Come with your questions for the panel and be prepared to brainstorm
possible solutions. Join this briefing for an exchange of ideas and tips on how
to spark enthusiasm in your association.
Briefing 303 – Building Blocks for Success
Debbie Wade, CEOE
Through several “building” activities, participants will learn the importance of
many building blocks that help create a successful working environment.
These include (but are not limited to) teamwork, communication, positive
attitude, leadership, professionalism, and customer service.
Briefing 304 – Shared Leadership: We’re Better Together
Carol Bom, CEOE
Our educational office professional associations are important to us. Many
people work together to make each association they belong to a successful
one. Avoid being a martyr leader and the one who has “to do it all.” Let’s
discover the keys to sharing leadership, delegating some tasks, building
trust, and working together to help our associations flourish.
Briefing 305 – Damsel in Defense
Cassie Ridgeway and Colette Gross
The main focus of this session will be on safety tips and tricks on how to
protect ourselves and stay safe. We will also provide information and various
statistics reflecting the importance of women being prepared to defend
themselves. Finally, we will present some of the various tools that Damsel in
Defense has to offer to assist us in keeping safe.
Briefing Sessions #4: Tuesday, July 17 – 2:45 PM – 4:15 PM
Briefing 401 - Parliamentary Procedures Simplified
Mary Guest, CEOE
Do just the words ‘parliamentary procedure’ scare you? Does it sound like a
foreign language? Join this interactive session to take the fear out of parliamentary procedure and learn all the basics you need to know to run effective
meetings. You will learn the seven basic motions that will get you through
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99% of your meetings. In this session, you will become comfortable with
Robert’s Rules of Order and will learn how to use it to protect the democratic
process in your meetings.
Briefing 402 – How to Write Survey Questions and Interpret
Them
Katherine Reichley, CEOE
Surveys are tools used on a regular basis to gather information from people
about their opinions, experiences, and even plans for the future. Crafting a
useful survey can be difficult. In this workshop, you will learn how to write
survey questions in a way that improves your ability to gather useful information from which you can make a decision. We will look at the format of
questions (multiple choice, short answer, etc.) as well as their content. We
will touch on ways to conduct surveys and collect the data.
Briefing 403 - NAEOP Membership is a Team Sport
Jill Averyhart, CEOE
It is every NAEOP member’s responsibility to actively recruit and retain members while helping us to be our best. NAEOP wants members to become
fully invested by enjoying the rights and privileges as well as the duties and
obligations that come with NAEOP membership. What innovative ideas can
NAEOP use to increase membership numbers? How can NAEOP help members get the most out of their membership? How have you benefited from
NAEOP membership? Join this interactive group discussion to share ideas
and learn how we can engage and involve more NAEOP members.
Briefing 404 – Choir - Sharon Griffiths, CEOE
Briefing 405 - Award Nominations/Peer Recognition
Lola Young, CEOE
You have the ability to make someone’s day! Have you ever thought about
nominating someone for an award and not followed through? Award nominations are an ideal way of recognizing your peers in a meaningful way. There are
many outstanding individuals who are worthy of recognition.
In this session, you will be provided with some tips to assist you in preparing a nomination packet for the best possible results. We will talk about
important details, timelines, recommendation letters, and the actual nomination. You will leave with information to assist you in preparing a successful
nomination packet.
Briefing 406 – How to Think Like Leonardo da Vinci
Charlotte Zeller, CEOE
In this session, we will be examining the seven steps used to guide us to
everyday genius. Each person is born with the potential to develop multiple
talents, loves, and abilities so that we can evolve in every aspect of our lives.
This concept shows how IQ is a number on a scale and that an excess of
information doesn’t equal knowledge nor can it replace experience. Everyone
can find the capabilities inside themselves to utilize their “genius” every day.
This interactive session provides opportunities to awaken the creative juices
inside each participant. “Genius is made, not born. Human beings are gifted
with an almost unlimited potential for learning and creativity. You can uncover
your own hidden abilities, sharpen your senses, and liberate your unique
intelligence – by following the example of the greatest genius of all time,
Leonardo da Vinci.”
Briefing Sessions #5 - Wednesday, July 18 – 11:30 AM – 1:00 PM
Briefing 501 – Overview of Google Apps: Gmail, Drive, Docs
Dena Henrichs, CEOE
This session will provide an overview of the Google Apps including Gmail,
Google Drive, and Google Docs. We will go over sharing documents and
pictures with others using Google Drive. We will show how to open a
Microsoft Word document using Google and export a Google Doc to a Word

document. This workshop will be slow-paced and great for the beginner
using the Google Apps.
Briefing 502 – Technology Tips, Tricks & Fun
Donita C. Smith, CEOE
Learn the little things that make documents look great. Some of these
include setting tabs, creating forms, developing fun presentations, and
emails.
Briefing 503 – So You’ve Accepted the Challenge – How Do You
Become the Difference?
Lisa Morehouse, CEOE
Susan Belliston, CEOE
Jill Averyhart, CEOE
Leadership roles come in many shapes and sizes. Many times a leader is
self-made…they know what they want, they have goals and they strive to
meet them. Sometimes, circumstances push us into leadership roles.
Whichever situation you find yourself in, YOU have to accept the challenge
before you. But just how do you do that?
This session is for association members stepping into leadership roles
such as president, president elect, vice president or anyone taking on a leadership role in an educational association. This briefing will include an open
discussion that focuses on traits of leadership and how you can grow your
traits. We will then break out into like groups to brainstorm, share and learn
leadership skills that will help you Become the Difference!
Briefing 504 – Personal and Financial Capabilities
Sharon Powell
This session will offer financial education tips to increase consumer awareness of financial issues, leading towards attitudinal change and eventual
behavior change. The need for financial education has grown:
• Financial decisions are more complex.
• Youth face financial decisions at a much earlier age.
• Increasing numbers of families experience economic hardship.
Briefing 505 – Boards of Small Associations
Cory Williams
The session will cover the function and purpose of boards in associations,
specifically non-profit associations, although many of the same principles
apply to larger for-profit organizations.
Briefing 506 – Learn – Lead – Inspire
Wendy Heslink, CEOE
Whether you know it or not, you may already be looked upon as a leader in
your field. What leadership skills are you portraying? You want to be a leader
who creates energy on the team and inspires the growth of others. This
workshop will help define who you are, what you have learned, and how you
can inspire others to be the best they can be. You will learn how by learning
and leading; you are continually growing to be the best educational office
professional you can be!
Briefing Sessions #6 - Wednesday, July 18 – 1:15 PM – 2:45 PM
Briefing 601 – Infographics for Everyone
Jill Averyhart, CEOE
Did you know that 70% of all your sensory receptors are in your eye? People
remember 10% of what they hear, 20% of what they read and a whopping
80% of what they see and do! This is why Infographics can be a great tool
for everyone. They are easy to digest, fun to share and extremely engaging.
Find out how you can use Infographics.
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2018 CONFERENCE–BRIEFINGS
Briefing 602 – Team Building
Cathy Eberle
This briefing will be very interactive. We will be discussing various ways to
be a team member of your school/district/office community with activities to
encourage others to work together.
Briefing 603 – PSP – Are You Up for the Challenge?
Mary Guest, CEOE
Do you want to accept the challenge of earning your PSP certification? If so,
this is the briefing for you! During this session, an overview will be provided
of the PSP certification program and application process. We will discuss the
various certification levels and determine where you best fit. Attaining your
PSP certification attests to your desire to be the best educational office
professional possible by recognizing your commitment to professional development and our associations. This session will get you well on your way to
accept the PSP challenge, and to become the difference to other office
professionals in your office and associations.
Briefing 604 – Grandma’s Yellow Pie Plate
Sharon Powell
Personal belongings often have special meaning for individuals and family
members. Planning to pass on such items can be challenging and may lead
to family conflicts. Who Gets Grandma’s Yellow Pie Plate? provides people
with practical information about the inheritance and transfer of non-titled
personal property.
Briefing 605 – Emotional Intelligence
Audra D. Mead
Learn why Emotional Intelligence (EI) is so important to you – and how easily
you can develop yours! Ignite your commitment and reach your greatest
potential by signing up for this briefing today! Soon becoming the most
critical competency for anyone who is a leader (and aren’t we all leaders?),
EI can positively impact your ability to connect, achieve, and inspire.
Researchers and business leaders agree that those with high EI are consistently top performers. They are more resilient and flexible when things get
tough and are often held in high regard by their leaders, peers, and others.
Attend this session and you’ll learn how to: Gain respect from everyone with
whom you come into contact; understand your emotions and influence the
emotions of others in a positive way; overcome the causes of difficult behaviors in others; and, train your brain to stand out from the crowd!
Briefing 606 – Think You’re Not a Leader? Think Again!
Georgette Council, CEOE
In this session, we will discuss the differences between a manager, leader,
and boss and how the traits of each can be beneficial to your career success.
We will also discuss the qualities of skillful leadership and discuss and discover your personal leadership style.
Briefing Sessions #7 - Wednesday, July 18 – 3:00 PM – 4:30 PM
Job-Alike Discussions
Briefing 701 – Executive Secretaries and Administrative
Assistants
Briefing 702 – Technology and Web Staff
Briefing 703 – Payroll/Purchasing/Human Resources
Briefing 704 – K-12 Building Staff
Briefing 705 – Higher Education Staff
Briefing 706 – Supervisors and Managers
Share best practices among your peers working in similar positions. These
sessions will provide a facilitated interactive exchange of ideas and information. Networking in this environment affords you the opportunity to take back
new methods and ideas which will help you increase your professional skills.
Choose one of the briefing sessions that best fits your position.
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Briefing Sessions #8 - Thursday, July 19 – 8:00 AM – 9:30 AM
Briefing 801 – Home Fit: The Lifelong Home
AARP, Gene Nicolelli
AARP research consistently finds that the vast majority of people age 50 and
older want to stay in their homes and communities for as long as possible.
The AARP HomeFit Guide was created to help people stay in the homes they
love by turning where they live into a “lifelong home,” suitable for themselves and anyone in their household. The guide offers solutions that range
from simple do-it-yourself fixes to improvements that require skilled expertise but can be well worth the expense.
Briefing 802 – Profit – Non-Profit – Not-for-Profit: What’s the
Difference?
Jim & Linda Tribble, CEOE
In this session we will explore the differences in the types of organizations.
Which ones do you want to be a part of? What benefits you as a member/
stakeholder? There is a difference and you will be given the guidelines on
how to set up each type of organization.
Briefing 803 – Medicare Matters
AARP, Erin Parrish
Medicare provides 57 million Americans access to affordable health care.
Poll after poll confirms its popularity. Yet, Congressional leaders are proposing significant changes to the program that would increase cost.
Briefing 804 – Ditch the Diet and Start Living
Nikki Johnson
Tired of trying to get healthier through the newest fad diets? Ready to see
some lasting results? Learn how small changes in food choices and physical
activity can help you to create a healthier lifestyle.
Briefing Sessions #9 – Thursday, July 19 – 9:45 AM – 11:15 AM
Briefing 901 – Fraud Watch
Jay Haapala, AARP
This presentation is based on analysis of undercover FBI recordings of
con-artists in action. AARP partnered with the FBI on a national level for the
purpose of educating people about financial crime because the best defense
is to prevent it in the first place. Consumer fraud, scams, identity theft, cyber
security, credit card, and financial theft within the family can be covered,
depending on the interests of the audience.
Briefing 902 – Estate Planning: How to Have it Your Way
Jim and Linda Tribble, CEOE
You might not be the richest person in the world, but it’s what you have
worked hard for your entire life. Don’t you want to make sure your wishes
are carried out? There is more to having it your way than just a will. We’ll
explore basic planning techniques and the applicable current laws that govern estate taxation.
Briefing 903 – Reinventing Your Retirement: Wellness tips for
the next chapter
Nikki Johnson
There is more to retirement than just a solid financial plan. Make the most
out of retirement by becoming a healthier you. This session will focus on key
steps to help you improve your well-being through good nutrition and physical activity

TOURS
Tour #1 – Stillwater
Sunday, July 15, 2018
10:00 a.m. – 4:00 p.m.
Cost: $63.00 per person
(35-person minimum)

and remarkable production complex. You can see artifacts from
Prince’s personal archives, including iconic concert wardrobe
pieces, awards, musical instruments, artwork, rare music and
video recordings and motorcycles. He was inducted into the
Rock and Roll Hall of Fame in 2004.

Located on the St. Croix
River, Stillwater lays claim
to be Minnesota’s oldest town. Stillwater is steeped in history,
architectural gems and beautiful natural surroundings. Your tour
guide will provide a riding tour of this enchanting old river town
and take you behind the scenes of Stillwater’s history. You will
view mansions built by wealthy lumber barons, beautiful old
churches on the “Street of Spires,” landmarks on the National
register of Historic Places and the beautiful St. Croix River. You
will enjoy a delicious group lunch at the famed Lowell Inn. Since
1927 this famous “Mount Vernon of the Midwest” has been a
hotel known to serve the very finest food. After lunch, you will
have time to enjoy the variety and quality shopping on Stillwater’s historic streets. Boutiques, specialty shops, antiques and
art galleries offer an abundance for the discriminating shopper.

Tour #4 – Twin Cities
Highlights
Monday, July 16, 2018
9:00 a.m. – 12:00 pm
Cost: $31 per person
(35-person minimum)

Tour #2 – Best of St.
Paul/Gangster Tour
Sunday, July 15, 2018
1:00 – 4:00 p.m.
Cost: $49.00 per person
(35-person minimum)
The tour will take you by the
Landmark Center, once the site of famous gangster trials. You’ll
stop at the Wabasha Street Caves. In the 1930s the Caves was
a nightclub and restaurant. In the Caves you’ll also see a fireplace area with bullet holes in the mantle, left from the 1930’s
gangsters. You’ll even see a “Gangster Gallery” that shows off
some of the Caves’ more notorious past visitors. Also, while
in St. Paul, your guide will provide commentary on Rice Park,
Ordway Center for the Performing Arts, Children’s Museum,
Mickey’s Diner and the Fitzgerald Theater – home to Garrison
Keillor’s Prairie Home Companion.

Tour #3 – Paisley Park
Sunday, July 15, 2018
1:00 – 4:00 p.m.
Cost: $83.00 per person
(35-person minimum &
maximum)
Paisley Park provides fans worldwide with an unprecedented
opportunity to experience first-hand what it was like for Prince
to create, produce and perform inside this private sanctuary

During this three-hour tour,
your guide will provide
commentary on the downtowns of Minneapolis-St. Paul and
surrounding areas. While in Minneapolis, you will explore the
famous Nicollet Mall, Skyway network, theater district, Minneapolis Sculpture garden, Guthrie Theatre, Milwaukee Train depot,
Orchestra Hall, the television home of Mary Tyler Moore, and St.
Anthony Falls, the birthplace of Minneapolis. A short stop will
be made at Minnehaha falls to see Minnesota’s oldest tourist
attraction. Your next destination is St. Paul. While in St. Paul,
you will explore Rice Park, Ordway Center for the Performing
Arts, Landmark Center, Children’s Museum, Mickey’s Diner, the
Fitzgerald Theater, Minnesota History Center, and the Minnesota. You will also see the magnificent cathedral of St. Paul, the
fourth largest cathedral in the United States. You will drive along
Summit Avenue, one of the longest stretches of virtually uninterrupted Victorian architecture in the United States.
Tour #5 – Mississippi
Riverboat Evening
Dinner Cruise
Thursday, July 19, 2018
5:45 – 9:45 p.m.
Cost: $89.00 per person
(50-person minimum)
PUBLIC CRUISE
During the early 1800’s the Mississippi River was filled with
paddlewheel steamers. While the steamboat era is a page in
American history, it is a page that can be reread as we board
an authentic sternwheeler – the pride of the 19th Century – for
a cruise on the Mighty Mississippi River. We’ll start at Harriet Island, which was home to many attractions including an
outdoor gymnasium, a center pavilion for refreshments and
bands, slides, and St. Paul’s first zoo. We’ll enjoy a complete
buffet dinner while cruising the river. It will truly be a night with
a “steamboatin’ state of mind.”
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REGISTRATION FORM
ANNUAL CONFERENCE & INSTITUTE REGISTRATION FORM
Registrant Information:
Registrant Name ___________________________________________________________________ Membership # ________________
(First)

(Last)

(CEOE)

How should your first name appear on your name badge? _________________________________
Mailing Address __________________________________________________________________
City ____________________________________________ State ____________ Zip ______________
Home Phone _______________________

Email address _____________________________________________

Office Phone _______________________

I authorize NAEOP to publish/post my email address in the annual report.
□ YES

Cell Phone _________________________

□ NO

Complete only ONE section below, either Full Registration OR Single Event Registration.
Full Registration:
Paid by May 15
Paid after May 15
(Full registration fee includes: Area Brunch, Council Lunch, Awards/PSP and Installation Banquets. DOES NOT INCLUDE Institute, Briefings,
Optional Events and/or Guest fees.)
Full Registration—Member
$300
$350
$______________
Full Registration—Non-member

$355

Check Appropriate Menu A or B:
Awards/PSP Banquet: __ A __ B
Installation Banquet: __ A __ B

$______________

Receiving PSP/CEOE recognition? _________
(must be current member)
TOTAL FULL REGISTRATION FEES: $______________
(Transfer to next page)

Single Event Registration:
Single Registration—Member

Paid by May 15
$155

Single Registration—Non-member
__ Area Brunch $36

$405

Paid after May 15
$205
$______________

$200

$250

$______________

__Council Lunch $ 42

Check Appropriate Menu A or B:
__ Awards/PSP Banquet $62: __ A __ B
__ Installation Banquet $70: __ A __ B

Receiving PSP/CEOE recognition? _________
(must be current member)
TOTAL MEALS:

$______________

TOTAL SINGLE EVENT REGISTRAITON FEES (Registration and Meals only):

$______________
(Transfer to next page)

Optionals:
__ First Timer Orientation (No Charge)
__ First Timer Conference Bag (No Charge to First Timers)
__ I would like to be a First Timer Mentor
TOTAL OPTIONALS: $______________
__ Conference Bag $10
(Transfer to next page)
Additional Important Information:
Special Dietary Needs or Disability: ______________________________________________________________________________________
Emergency Contact Name: ________________________________________

Phone: ___________________________________________

Guest/Spouse Registration:
Guest Fee: $25/each guest
$______________
Guest Name: ____________________________________________
Address: ________________________________________________
City: _________________________ State: ______ Zip: __________
(Attach additional guest contact information to registration form.
Indicate total guest meal choices in selection boxes below.)

Area Brunch

$36

Council Lunch
Awards/PSP Banquet ___A___B
Installation Banquet ___A___B

$42
$62
$70
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$______________
$_______________

$______________
$______________

TOTAL GUEST FEES

$______________
(Transfer to next page)

REGISTRATION FORM
ANNUAL CONFERENCE & INSTITUTE REGISTRATION FORM
Registrant Name: __________________________________
Monday, July 16, 2018


IN101

Monday

8:00 am – 5:00 pm

Personalities, Communication & Decision Making…oh my. $130

IN102

Monday

8:00 am – 12:00 pm

OUCH! That Stereotype Hurts!

$65

IN103

Monday

1:00 pm – 5:00 pm

Human Capital

$65

TOTAL INSTITUTE FEES:

Tuesday, July 17, 2018


IN201

Tuesday

8:00 am – 12:00 pm

IN202

Tuesday

1:30 pm – 5:00 pm

IN203

Tuesday

8:00 am – 5:00 pm

Check desired Institute classes:

Personalities, Communication & Decision Making…oh my
(continued from Monday)
From Exhaustion to Exhilaration: Time & Stress
Management Tips for Overworked Office Professionals
Linking your Brain, Heart & Voice…rewire to connect
authentically, communicate effectively, and thrive
collectively

$65

$______________

$65

LATE FEE (if needed):

$130

$______________
(Add $35 after May 15)

(Transfer total below)
Briefings:
Briefing I
Tues. 8-9:30

□
□
□
□

Briefing II
Tues. 9:45-11:15

□
□
□
□

101 $10
102 $10
103 $10
104 $10

201 $10
202 $10
203 $10
204 $10

Briefing III
Tues. 12:30 – 2:00

□
□
□
□
□

301 $10
302 $10
303 $10
304 $10
305 $10

Briefing IV
Tues. 2:45 –4:15

□
□
□
□
□
□

401 $10
402 $10
403 $10
404 Free
405 $10
406 $10

Briefing V
Wed. 11:30 - 1:00

□
□
□
□
□
□

Briefing VI
Wed. 1:15 – 2:45

□
□
□
□
□
□

501 $10
502 $10
503 $10
504 $10
505 $10
506 $10

601 $10
602 $10
603 $10
604 $10
605 $10
606 $10

Briefing VII
Wed. 3:00 – 4:30
□ 701 $10
□ 702 $10

Briefing VIII
Thurs. 8:00 – 9:30
□ 801 $10
□ 802 $10

Briefing IX
Thurs. 9:45 – 11:15
□ 901 $10
□ 902 $10

TOTAL REGISTRATION FEES:

$______________

□

703 $10

□

803 $10

□

TOTAL OPTIONALS:

$______________

□
□

704 $10
705 $10

□

804 $10

TOTAL GUEST FEES:
TOTAL INSTITUTE FEES:

$______________
$______________

□

706 $10

TOTAL BRIEFINGS:

$______________

TOTAL CONFERENCE FEES

$______________

903 $10

TOTAL BRIEFINGS: $_____________
(Transfer below)

Payment Method (All fees are payable in U.S. dollars):
__ Copy of Purchase Order is attached (Must be paid by conference date)
Enclosed is a check or money order payable to NAEOP
__ *Credit Card Number _______________________________________________________ Exp. Date_________ Security Code_______
Name on Credit Card______________________________________________________________________________________________
Billing Address of Credit Card _______________________________________________________________________________________
_______________________________________________________________________________________________________________
*Please note: a $5 convenience fee is applied to all credit card transactions.

Signature____________________________________

Early Bird registration deadline is May 15, 2018. You must register by May 15, 2018 to be listed in the annual report. After June 15, bring the form with you for onsite
processing. Onsite registration will be accepted on a space available basis. Meal tickets, however, may not be available onsite.
CANCELLATION/REFUND POLICY: All cancellation requests must be received in writing to the national office. Cancellations received on or before June 1 will entitle the
registrant to a full refund less a $25 administrative fee. Cancellations received between June 1 and June 15 will entitle the registrant to a 50% refund. There are no refunds
for registration or meals after June 15, 2017. No-shows will not be refunded. Selection and reservation of payment for hotel accommodations, tours, and transportation to
and from the conference are the sole responsibility of the registrant.

Return completed form and payment to: NAEOP│1841 S Eisenhower Ct│Wichita KS 67209│Fax: 316-942-7100│Email: naeop@naeop.org
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2018 CONFERENCE
First Timers Reception and Orientation
By Jill Averyhart, CEOE, Vice President and Membership Chairman

I

look forward to seeing you at the 2018 NAEOP Conference in
Bloomington, Minnesota. The conference committee members
have been hard at work, and I know they will be excited to see
you. One of my responsibilities as the Vice President is to help
first timers at the conference have the best national conference
experience ever.
If this is your first time attending the NAEOP Conference, you
will not want to miss the First Timers Reception and Orientation.
This year’s event is scheduled for Monday, July 16, 2018, 7:00 –
8:30 PM. A reception will be held in your honor to welcome you
to the national conference. Remember to sign up for the event
on your conference registration form. The First Timers Reception
and Orientation will include conference highlights, helpful tools
to navigate through the conference, a NAEOP “cheat sheet”

(what do all those acronyms mean?),
social media check-in, and interactive
networking activities. You will also be
teamed up with a mentor. Your mentor
will be there to answer questions and
guide you through your first national
conference experience.
If you are not a first timer to the
conference, I encourage you to Accept
the Challenge and Become the Difference for a first-time
conference attendee and sign up to be a mentor. Check the box
on the conference registration form to serve as a mentor. Please
email me at vicepresident@naeopboard.org if you have any
questions.

New Parliamentarian

P

lease extend a warm welcome to the 2017-18 NAEOP Parliamentarian, Sue Goodson, from Lincoln, Nebraska. Sue has been a
student of parliamentary procedure and a member of the National
Association of Parliamentarians for 35 years, having attended
numerous conventions and educational conferences/annual
meetings during this time.
With her knowledge and experience in parliamentary procedure, she continues to enjoy helping associations with their practices and their bylaws. Having been a member of a number of
associations and serving in most officer and committee positions,
she understands association business. Sue shared this thought:
“Parliamentary procedure, for me, is like the alphabet — there is
an accepted way of writing it, but every individual’s handwriting
of the alphabet differs. It is important to use those differences

while staying within the boundaries of
the basic authority, whether it is the alphabet or Robert’s Rules of Order, Newly
Revised.”
Sue is available to assist our board,
our members and the association as we
conduct the business of NAEOP. Sue will
be attending the Winter Board meeting
in January and the National Conference in Minnesota. If you’d like to give a shout out to Sue and
welcome her to NAEOP, she can be contacted at: ssgoodson@
gmail.com.

2018-19 NAEOP Election Results
By Lisa Morehouse, CEOE, President

C

ongratulations to each of the newly elected officers for the
2018-19 NAEOP Board which will be led by 2018-19 President,
Susan Belliston. Check out their pictures elsewhere in this issue.
Each of the elected officers “Accepted the Challenge” to offer
their talents and motivation to serve NAEOP in the coming year.
Along with these elections, the new Mission Statement was
approved during this vote.
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I want to commend the NAEOP membership for taking the
time to submit their vote for officers and the Bylaws change in
the mission statement. We had the over 460 active members
vote this year. This is an increase over last year! By stepping up
to run for an office or by placing a vote, our members continue to
“Become the Difference” in NAEOP!

FROM THE BOARD
New Mission Statement:
Article II—Mission—Purpose—Objectives
Section 1. The mission of the Association is to provide professional growth through leadership, education, achievement,
recognition, and networking opportunities for educational office professionals.

Susan Belliston, CEOE, President Elect/Professional Development

T

Challenging the Office Professional

he 2017-2018 NAEOP Webinar series, “Challenging the Office
Professional,” is off to a great start. If you haven’t signed up yet, but would
like to, it’s not too late. Just sign up on the NAEOP website under the Events
tab and “Challenging the Educational Office Professional Webinar.” Once
your registration is received, you will be sent the links to any webinar you
might have missed.
The cost for the webinar series – six (6) one-hour classes – will be $150
for members and $200 for non-members. Participants will receive handouts
where applicable, links to webinars two days after the live presentation and
six (6) hours of PSP educational credit. Webinars will be offered at either 12
noon or 2 p.m., Eastern Standard Time. You will receive your PSP certificate
shortly after the last class, in time to meet the next deadline for PSP
Certification.
On the NAEOP website, there are links to other conferences, professional development days and a list of the various field service presentations
available. These may be found under the Programs or Events tabs.
I would like to hear from you: What would you like to see for Professional
Development offerings with NAEOP? What would you like to see changed?
Please feel free to email any suggestions you might have to presidentelect@
naeopboard.org. This is your organization and we want to serve your needs.
Each year, the NAEOP Executive Board strives to be good stewards with
our NAEOP finances. Major efforts have taken place in the past three to four
years to reduce expenses in order to stay within our budget. One area of
considerable concern is our Field Service expenses. In 2016, Field Service
had a deficit of $4,525 and in 2017 it was $3,680. At the July 2017 NAEOP
Board meeting, we had an extensive discussion regarding the state of the
Field Service fund.
The Board consensus was to work this year to try to prevent a deficit in
the fund or at least decrease the deficit from last year. One way to do that

was to ask affiliates requesting Field Service
visits to consider covering all expenses for the
visit or as many of the expenses as possible. Our
intent is to break even if at all possible. We do
not ever expect Field Service to be a money
making item for NAEOP.
The Board also recognizes how important
field service is to our membership and that it is
one of the benefits of affiliation. And because of
this, we will always fulfill all field service requests
(those meeting guidelines). We want to serve
affiliates to the best of our ability and at the same time be fiscally responsible.
Our board members are anxious to serve you through field service. When
requesting field service, please keep the following suggestions in mind:
• Make sure your request is received by the NAEOP office at least 90
days prior to the event.
•
Handbook guidelines stipulate only one NAEOP officer can be
requested per Field Service event.
• It is preferred that the affiliate cover most of the expenses for the Field
Service. If your affiliate is unable to afford the expense, NAEOP will still
provide the Field Service opportunity. A suggestion for keeping costs
down might be to invite a board member in close vicinity to your location as airfare can be a deterrent. Also inviting the Field Service
representative to stay in the home of a member who lives in the hosting city might be another cost-saving idea.
We look forward to serving you, our members, and providing for your
needs.

Jill Averyhart, CEOE, Vice President

T

Mentoring Program

he NAEOP Membership Committee is offering a mentoring program to help
new members navigate through their first year. The committee extends an
invitation to current members to “Accept the Challenge” to be a part of the
2017-2018 Mentoring Program and help a new member “Become the
Difference.” As a mentor to a new NAEOP member you will:
• Communicate with your mentee at least quarterly in a variety of ways
(mail, email, phone, video conference, social media, etc.).
• Communicate membership benefits and tools available. Share how you
have benefited and suggest ways the mentee can reach their goals
through participation in specific programs or services.
• Identify resources and follow up to ensure the referred resources were
helpful.
• Illustrate the importance of networking. Suggest additional connections

that can be of support now and in the future.
• Be a cheerleader. Encourage and inspire
the mentee to achieve personal and professional growth.
The Membership Committee has created
mentoring guidelines to help the mentor establish a relationship with the new member to
include:
• Items of interest to share with the mentee
• Membership benefits
• Volunteering opportunities
• Variety of communication tools
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FROM THE BOARD
It is the committee’s goal for the mentor and mentee to participate in the
mentoring program throughout the year and provide an opportunity to meet
at the First Timers Reception and Orientation at the 2018 National
Conference in Bloomington, MN. Wouldn’t that be an amazing opportunity
for both the mentor and mentee? If you would like to participate in the 20172018 Mentoring Program and/or the First Timers Reception and Orientation
as a mentor, please email me at vicepresident@naeopboard.org.

Membership Committee Members
Susan Brooker (MO)
Heather Bryan (SC)
Georgette Council (SC)
Debra Hendricks (NE)
Sharon Lucas (NC)
Debra Nordquist (ID)
Connie Ralston (OH)
Mary Beth Smith (OH)
Cory Williams (MS)
Alicia Woods (AK)

Peggy Clagett (NE)
Beth Heyden (CA)
Linda Orr (FL)
Louise Snipes (SC)
Charlotte Zeller (KS)

Paula Rosenberger, CEOE, Mid-Atlantic Area Director & Awards Committee Chairman

Accepting the Challenge

I

am so excited about being your Mid-Atlantic Area Director. NAEOP has
made such a significant impact on me, personally and professionally. As
President Lisa Morehouse’s theme says, Accept the Challenge, Become
the Difference. Well, I have accepted that challenge and hope I can help
you do the same. Working together, we CAN become the difference.
One of my responsibilities as Mid-Atlantic Area Director is to chair a committee. I was asked to chair the Awards Committee. This committee was
tasked by the Advisory Council to review the Louise Henderson Nelson
Award, which gives recognition to an outstanding affiliate. The committee
will review the award criteria and recommend changes to improve the
award. Any input you have is also welcome.
I encourage each of you to attend the 2018 NAEOP Conference in
Bloomington, Minnesota. Remember, you can be nominated and elected to
committees during the Mid-Atlantic Area meeting at the conference so be
sure to sign up for the area meeting when you register. This meeting is also

a great place to network with others in our area.
It’s a time to share experiences and make new
friends. I look forward to seeing you at the 2018
NAEOP Conference.
I would like to acknowledge my committee
members for all of their hard work on the Louise
Henderson Nelson Award. It wasn’t an easy task,
but it was a task this committee accepted and
worked on as a team. Thank you, Awards
Committee!!!!
Darcy Blackstock
Tina Gilliard-Rice
Joann Hollingsworth

Lynn Hubbard
Gwen Kramer
Lisa McLaen

Nona Montoya
Diana Rodriguez
Sarah Tierce

Teresa Himmelberger, CEOE, NAEOP Southwest Area Director

I

Student Scholarships

am sure each of you has been met with a challenge of some sort, and
probably asked yourself “Why me?” Admittedly, I have many times. As I was
listening to Sam Glenn, Keynote Speaker at the NAEOP Conference in South
Carolina, I thought to myself, “Wow, I need to change the way I think about
a challenge.” According to Google dictionary, the definition of a challenge is
— a call to take part in a contest or competition, especially a duel. Now, I
hope you haven’t been challenged to a duel, but have you been challenged
to do something that maybe you would not have been willing to do before?
Did you feel like maybe trying it would be a good thing? Ultimately, the decision depends on how we look at the challenge.
The NAEOP theme for this year is “Accept the Challenge, Make the
Difference.” I was given a challenge to put my name in for NAEOP
Southwest Area Director, which at first, was terrifying. But as I thought about
this statement “If it doesn’t challenge you, it doesn’t change you,” I was
excited and exhilarated at the opportunity. In South Carolina during the
annual NAEOP Conference, I had the opportunity to meet and work with the
2017-18 NAEOP Executive Board. I knew then my decision to accept the
challenge was the right one. Hopefully, I can make a difference, even if it’s
in the smallest way. I have found new friends, and networking companions
to forge forward in ensuring the continued success of NAEOP.

20 | N E S C o n n e ct o r — WI N TE R 2 0 1 7

I hope you will have an opportunity to accept
the challenge. Our common goal is to make a
difference and what better way to accomplish
this than when working together. Your attitude is
either in the way or making a way…what will be
your choice today?
I have been asked to be Chairman of the
NAEOP Student Scholarships committee this
year and again, I am excited for the opportunity.
The Scholarships committee is already hard at
work acquiring judges to help us. Start looking at
your scholarship recipients at the local and state levels as they are chosen
and get them started on the application. Two scholarships are awarded, the
NAEOP Marion T. Wood Scholarship, which is valued at $ 1,000 and the
Student with Special Needs Scholarship which is valued at $ 500. What a
great way to give our youth the opportunity to achieve academic excellence.
All applications should be sent to NAEOP, 1841 S. Eisenhower Ct., Wichita,
KS 67209 or emailed to naeop@naeop.org by March 15, 2018, to meet the
application deadline.
Here’s to a great year!

FROM THE BOARD
Louise Snipes, CEOE, Middle School/Jr. High Council Chairman

I

Middle School/Jr. High Council

t was an honor to be selected as the 2017 NAEOP Office Professional
of Year. The process helped me recognize the investments I’ve made in
myself and reminded me that I am a lifelong learner. By the way, I
encourage affiliates to nominate an educational office professional for
this prestigious award. The submission deadline is right around the corner, March 15, 2018.
This year I have the privilege of serving as the Middle School/Jr. High
Council Chairman. Although I have no experience being a council chairman, I felt I HAD to accept the challenge of learning and growing in this
capacity. As our school year progresses, I’ve worked to keep up with job
responsibilities, family activities and Council and Membership timelines.
I believe the secret to my handling each challenge successfully is my
NAEOP advisors and mentors. These folks are ALWAYS just an e-mail or
phone call away and willing to lend an ear or a helping hand. That’s what
NAEOP is all about, helping each other to learn and grow and making
friends across the nation.
The 2018 NAEOP Annual Conference will be held July 17–20, 2018,
in Bloomington, Minnesota. It’s a great opportunity to explore a variety

of areas that will meet every need. The conference offers institute classes, briefings and
informational sessions that focus on both
professional and personal growth. You will
make new friends and be able to network with
folks who work in education, just like you.
I want to personally invite you to the
Middle School/Jr. High Council lunch that will
be held during the conference. This is a time
to brainstorm with educational professionals
who work on your school level. We’ll also be
learning tips and tricks to handle stress, get organized, and have some
fun together.
Our NAEOP President, Lisa Morehouse, CEOE, has asked us to
“Accept the Challenge, Become the Difference.” I hope you accept that
challenge, take steps to grow and become the difference in someone’s
life. Will I see you In Bloomington?

Mary Beth Smith, High School/Career Technical Education Council Chairman

N

High School/Career Technical Education Council

AEOP’s annual conference is just around the corner! I hope you
are looking forward to getting together in Bloomington, Minnesota. The
conference runs from Tuesday, July 17, to Friday, July 20, 2018. If you
have never been to a NAEOP conference before, I urge you to make
every attempt to attend. You will quickly learn what an awesome opportunity this is to ‘Accept the Challenge, Become the Difference.’
Plans are being made for the High School/Career Technical Education
Council meeting that will take place during the NAEOP conference in
Bloomington, MN. At our meeting we will continue to learn more about
social media. As technology is continually changing around us, we as
educational office professionals need to stay ahead of the pack. We owe

it to ourselves and the students we serve to
have an understanding of the tools associated
with social media. More details about our
Council meeting will be shared as we get
closer to conference time. Our council committee members will be assisting in planning
our time together.
Feel free to contact me via phone at (513)
612-3625 or email at smithmb@greatoaks.
com.

Debbie Hendricks, CEOE, Higher Education Council Chairman

W

Higher Education Council

ow — the 2017-18 academic year is going fast, isn’t it? It certainly
doesn’t seem like months ago we gathered in Greenville, South Carolina, for
the 2017 NAEOP Annual Conference. The Higher Education Council had a
great time of sharing fellowship and information at our brunch on July 15.
Special thanks and appreciation go out to Rene’ Delaney who gave an interesting (and useful) presentation on raising the level of civility in our work
environment. Thanks also to Debbie Wade who has the most fun and unique
ways of bringing us together.
Is your life so hectic that it’s hard to take time away from your personal
and professional responsibilities? If that’s your situation, then now is the time
to start looking ahead and planning to attend the 2018 NAEOP Annual
Conference in July. The North Central Area and the 2018 NAEOP Conference
Chairmen, and their teams have a fun and rewarding time planned for you in
Bloomington, MN. The 2018 NAEOP Conference is your opportunity to focus
on yourself and your professional development and growth.

Remember to sign up for the Higher
Education Council lunch when you register for
the conference. The council committee promises a time of networking, connecting with old
friends, making new friends, and learning along
the way.
Higher Education Council members have
been asked to consider what their challenge will
be this year - - and if they accept that new challenge, what is the difference? If you have never
been to an annual conference before, perhaps
this is your challenge. Or maybe you’ve attended conferences for years and
this year, your challenge is to take on new responsibilities, or try something
new. Wherever you are in life, “Accept the challenge – Become the difference.” I hope to see you in Bloomington in July 2018!
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AFFILIATES IN ACTION
New York State Association of Educational Office Professionals
By Joette Cappello

M

embers from the New York State Association of
Educational Office Professionals met in the 1000 Islands
Region of New York State, in Alexandria Bay, for the 65th
Annual Meeting, October 19 to October 21, 2017.
Lisa Morehouse, CEOE, our current NAEOP president,
conducted the re-affirmation of officers as well as presented
workshops to conference attendees. We also were given the
opportunity to participate in various workshops including information on Google Docs, Balancing Work and Family Life,
School Office Safety, Strategies for Retirement, Drug
Awareness, Negativity in the Workplace, The PSP Puzzle, The
Phoenix: Rising from the Ashes, and Connect! Join! Thrive!,
It’s What We Do.
The conference began Thursday with a special reception
to welcome first timers to the conference. After dinner,
some attendees participated in a paint night event. Various
awards were given at the conference. PSP certificates were
distributed at our Friday evening awards ceremony. Firsttimer Colleen Fullone received her Advanced III, Option II
and CEOE awards that evening. Mr. Michael K. Ginalski,
Superintendent of Schools from the Corning Painted Post
Area School District, was named New York State
Administrator of the Year. Sadie Blauvelt, CEOE, from the
Mexico Central School District, was awarded 2017 Office
Professional of the Year.
Saturday was our scholarship luncheon where two student scholarships were awarded. Kevin Every from the
Union-Endicott Central Schools and Anthony Granite, a graduate of Xaverian High School in Brooklyn, New York, were
given monetary awards to help further their educations.
Our retirees had a tour of the historic town of Clayton,
New York, where they visited two museums, including the
Thousand Islands Art Center, which houses a hand-weaving
museum; and the Thousand Islands Museum, home of the
Muskie Hall of Fame. This museum also offers a history of
life along the St. Lawrence River.
At the conclusion of our conference, NYSAEOP President
Deb McNally announced that the 66th Annual Meeting and
Conference will be held October 25-28, 2018, at the Ramada
Inn in lovely Geneva, New York. Our hotel is located on the
shore of Seneca Lake, one of New York’s famous Finger
Lakes. For additional information, please contact Conference
Chairperson Brenda Brickle at 315-945-8031 or bbrickle@
midlakes.org.
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FOUNDATION
By Patricia Thompson, CEOE, Past Foundation Trustee and Gayle Schnorenberg, CEOE, Foundation President

NAEOP

H

ave you ever wondered what the
NAEOP Educational Foundation is and
just exactly what it does? Well, you’re
not alone. The Foundation was formed
in July 1984 by the general membership during the 50th anniversary annual
meeting and has been in operation
EDUCATIONAL
ever since.
FOUNDATION
The mission and purpose of the
Foundation includes enhancing the
educational growth of NAEOP members by creating and promoting personal development opportunities through various means,
endowing educational scholarships, and providing support for the
home office of the Foundation and the Association.
The strategies used to attain the goals utilize fund-raising
campaigns, marketing educational services, seeking additional
sources of unrestricted revenue, and maintaining the national
office and developing building improvements. The Foundation
oversees many funds, i.e., Friends of the Foundation, Louise Henderson Nelson Building Fund, Lois E. Lillie and Francis “Jackie”
Evans Retired Professionals Funds, Educational Fund, Mona
Smith Member Dependent Scholarship, Marion T. Wood Member Scholarship Fund, Educational Endowment, Marion T. Wood
Endowment, Disaster Relief Fund, and, last but not least, Paving
the Way Memorial Garden.
One of the goals of the Foundation Board of Trustees is to

expand the lines of communication
between the NAEOP membership and
the Foundation.
One of the greatest assets of the
NAEOP members is their willingness to
give their time and services to promote
the organization. As more members
become knowledgeable about the purpose of the Foundation and how it serves
as a viable part of NAEOP, the more those
same members can share that information with others.
In order for us to fulfill our mission, we
need help from you, the members. Your
help can come in various ways: with time,
money or the personal touch. We are
looking for people to volunteer to serve
on the Marketing/Corporate Sponsorship
Committee and FUNdraising Committee.
We also need you to promote the NAEOP
Foundation and NAEOP every opportunity
you get. It will take all of us to help our
organization grow and become stronger for our benefit. That’s
right, we have to help ourselves and we can’t think of a better
group of people to do just that, “Accept the Challenge, Become
the Difference.”

The following communication was emailed to all NAEOP members on October 20, 2017,
from Gayle Schnorenberg, Foundation President, and Lisa Morehouse, NAEOP President.

T

NAEOP Office Building

he NAEOP Educational Foundation is the owner of the NAEOP
Office Building located in Wichita, Kansas. As any homeowner
knows, there are many expenses related to owning a building.
During the last few years, we have had more and more expenses
with an aging building, such as replacing the roof. Many of our
supplies and sales items were water damaged due to rain and
leakage. We have had to replace windows and computers due
to vandalism. The office area is no longer in a prominent area of
Wichita and we need to make sure our National Office is a safe
place to work. In addition, the renter we had for many years has
relocated so we are no longer receiving that income.
Being fiscally responsible is the number one priority for the
Foundation Board. Unfortunately, the Foundation has been running a deficit budget for the past three years. We have tried to
be more creative in thinking of better ways to raise revenue and
reduce expenses to offset this deficit, but the monies we gained
just weren’t enough.
We have been proud to own our own building for 25 years and
we understand this may be a hard change for some people. We
created the brick garden and poured love into taking care of our
property. Many members have visited when they have been in
the Wichita area.
After much deliberation and discussion with the NAEOP and

NAREOP Executive Boards during the last two years, the NAEOP
Educational Foundation Executive Board has decided to sell the
present National Office building in Wichita and rent something
more economical. This has been a difficult decision for all of
us, however, we must be responsible stewards of the assets
entrusted to us by the NAEOP members.
We will be working with the NAEOP Board, NAREOP Board,
Executive Director and staff to ensure a smooth transition to a
new location. We will keep you informed as we work through
the process. We know there will be questions and would ask that
you email Gayle at foundationpresident@naeopboard.org with
your questions.
We must be proactive, look toward the future, and accept
President Morehouse’s challenge to become the difference and
grow in a new location where we can continue to serve our members.
Gayle Schnorenberg, CEOE, Foundation President
Lisa Morehouse, CEOE, NAEOP President
*We will continue to keep you updated via email or this magazine
as information becomes available.
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SEPTEMBER 15, 2017 PSP-CEOE QUALIFIERS

Alaska
Adams-Kelly, Hayley
Harris, Josie
Larsen, Jeanne E H
Lowery, Nicki
Williams, Tenesha R.

Advanced lll, Option l
Advanced lll, Option l
Master Degree, Option ll
Associate Professional, Option l
Bachelor Degree, Option ll

Arkansas
Adams, Sandra

Associate Degree, Option ll & CEOE

Illinois
Henricks, Dena

Associate Degree, Option ll

Maryland
Gordon, Terry

Associate Professional, Option l

Minnesota
Anderson, Debra
Hanson, Lori

CEOE
Advanced lll, Option l & CEOE

Mississippi
Williams, Cory Rebecca

Advanced l, Option l

Missouri
Greenwell, JoAnn
Roesch, Susan

Advanced lll, Option l & CEOE
Associate Degree, Option ll & CEOE

Nebraska
Hansel, Melanie
Kiely, Lisa B.
Morrison, Stephanie

Basic, Option l
Bachelor Degree, Option ll
Bachelor Degree, Option ll & CEOE

Rejda, Olivia
Wilkins, Joan M.

Bachelor Degree, Option ll & CEOE
Advanced lll, Option l & CEOE

South Carolina
Baumis, Christina
Bookert, Bridget S.
Campbell, Shaniqua Staples
Luesing, Jr., Luke L.
Parker, Vicki K.
Williford, Jennifer

Associate Degree, Option ll & CEOE
Advanced lll, Option l & CEOE
Bachelor Degree, Option ll & CEOE
Associate Degree, Option ll & CEOE
Associate Degree, Option ll & CEOE
Associate Degree, Option ll & CEOE

Virginia
Gray, Malika
Laz-Smith, Jessica

Bachelor Degree, Option ll
Bachelor Degree, Option ll

Washington
Amer, Julie
Burroughs, Jennifer
Cristallo, Jane M.
Ellis, Kristen
Hines, Krista Elisabeth
Jackson, Laura
Johnson, Anna M.
Leatherman, Kimberly L.
Mathews, Teri L.
McVicar, Lauri
Metodieva, Svetlana S.
Miller, Merle
Olmsted, Teresa JA
Parker-McLane, Cheryl
Pitman, Jana
Rainey, Amy
Sarkhosh, Giti
Vogt, Brenda
Walsh, Shirley
White, Lucia
Yager, Cindy
Yamane, Susan K.

CEOE
Bachelor Degree, Option ll
Bachelor Degree, Option ll
Associate Professional, Option l
Bachelor Degree, Option ll
Advanced lll, Option l & CEOE
Bacelor Degree, Option ll
Bachelor Degree, Option ll
CEOE
Basic, Option l
Master Degree, Option ll
Advanced lll, Option l
Advanced ll, Option ll
Advanced l, Option l
Associate Professional, Option l
Master Degree, Option ll
Bachelor Degree, Option ll
Bachelor Degree, Option ll
Associate Degree, Option ll
Bachelor Degree, Option ll
Bachelor Degree, Option ll & CEOE
Bachelor Degree, Option ll

SEPTEMBER 15, 2017 RECERTIFICATIONS
Name
State
Donna Arms, CEOE
AK
Teanna Day
AK
Maribel Gutierrez
AK
Karen Kalt
AK
Marsha Shittu,
AK
Victoria A. Smith
AK
Carolyn Spencer
AK
Gregory Teve, Jr.,
AK
Jacqueline Ann Warner, CEOE MD
Vicki Fasnacht, CEOE
NE
Nancy James, CEOE
OK
Vanessa H. Ellison, CEO
SC
Eronda L. Jackson, CEOE
SC

Certificate
Advanced lll, Option l
Master Degree, Option ll
Advanced lll, Option ll
Advanced lll, Option l
Advanced lll, Option l
Basic, Option I
Bachelor Degree, Option ll
Advanced lll, Option l
Associate Degree, Option ll
Advanced lll, Option l
Advanced lll, Option l
Bachelor Degree, Option ll
Bachelor Degree, Option ll
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Name
Darla K. Tolman, CEOE
Carolyn S. Bowers, CEOE
Lynn M. Jordan,
lIrina P. Booth, CEOE
Dee Dee Fraga, CEOE
K. Ghaffari, CEOE
Melissa A. Hooker, CEOE
Deyanna King, CEOE
Patricia Loewen, CEOE
Tracey Reding, CEOE
Tami Scott, CEOE
Wendy E. Woodard, CEOE

State
UT
VA
VA
WA
WA
WA
WA
WA
WA
WA
WA
WA

Certificate
Advanced lll, Option l
Bachelor Degree, Option ll
Advanced lll, Option
Associate Degree, Option ll
Bachelor Degree, Option llBarbara
Bachelor Degree, Option ll
Bachelor Degree, Option ll
Advanced lll, Option l
Advanced lll, Option l
Bachelor Degree, Option ll
Advanced lll, Option l
Advanced lll, Option l

naeop
A N N U A L

C O N F E R E N C E

2018 Annual Conference & Institute

July 17-20, 2018
Bloomington, MN
DoubleTree by Hilton
Conference Chairman - Theresa Coté, CEOE
Institute Co-Chairmen - Mary Guest, CEOE, and Diane Wasser, CEOE

naeop
F U T U R E

D E A D L I N E S

Send articles and items of interest
for the NES Connector to:
Editor
Linda Sockwell, CEOE
NES Connector Deadlines:
Fall Issue - August 10
Winter Issue - October 10
Spring Issue - January 10
Summer Issue - April 10
Scholarships/Awards Deadline:
Publications/Website Contest Deadline:
March 15
Affiliates renewal:
December 31

Filing Dates for PSP Applications:
January 15
May 15
September 15

